DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-143

RECORDS RETENTION AND DISPOSAL SCHEDULE Page | of 4
Agency Division/Unit
City of Frederick Office of the Mayor/Airport
Item No Description Retention
/ Aircraft accident data Retain for 5 years after final

2 General correspondence

3 | Appraisals

(/ Annual disadvantaged business enterprise

resolution or settlement of
incident/complaint, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Transmit originals to Legal
Services; retain copies until
updated or supeseded, then
destroy

Retain for 5 years and until all
audit requirements have been
met, then destroy

5~ | Manuals/reference — Air/Space Museum, aviation fuel Retain until updated or
handling, airport noise and zoning, hazardous substances, superseded, then destroy
airport lighting repairs

(p Notice to armen (NOTAMS)

- MSDS

Retain for 1 year, then destroy

Retain for 40 years, then destroy

Approved by Department, Agency or Division Representative

Date W;*/ 9190 /

slgnamrem Y M _

Type Namf L\,a [es /7. Ab S (L

Schedule Authorized by State Archivist
Date 0CT 22 200

smug arad C. L)

Title 4. qeor1 /‘4 ﬁM/c? K)Z@/L_
\ 4



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-143

Page 2 of 4

Item No

Description

Retention

§

/0
/)

/2

/3

/Y
)5~

Alphabetical files — landfill info, storm water, trash removal
service, airport memorials

EPA — underground storage

Citizens’ complaint log

Complaints

Purchase orders

Noise abatement plan

Insurance certificates

Grants, copies

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for life of underground
storage, plus 5 years and until all
audit requirements are met, then
destroy

Retain for 5 years, then destroy

Retain for 2 years after closed or
until no further activity, then
destroy

Retain for 3 years, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy

Retain for life of grant, plus 5
years and until all audit
requirements have been met,
then destroy




DEPARTMENT OF GENERAL SERVICES
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-143

Page 3 of 4

Item No

Description

Retention

/¢

/']

20

2/

A

Special events — Airport Appreciation Day, ADPA Fly-in, air
show, insurance certificates, contracts (copy), meeting
minutes, Costs

Payroll, copies — time sheets

Airport layout plans

Airport commission meeting minutes

Weather station

Master plan study

Work orders

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retam for 1 year, then destroy

Permanent. Transfer files
periodically to the Maryland
State Archives

Tapes — retain for 8 years, then
reuse; paper — Permanent.
Transfer files periodically to the
Maryland State Archives

Retain for 5 years and until all
audit requirements have been
met, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Minor projects — retain for 3
years after project is completed,
then destroy; major projects —
retain for 30 years after project is
completed, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-143

(CONTINUATION SHEET) Page 4 of 4
Item No Description Retention
2 » | Tenantlease files — building, property lease, hanger available, | Retain for life of lease plus 4
tie-down availability, correspondence years, then destroy
Screen annually. Destroy
Jy Project files — specs, plans, correspondence, scope of material having no further fiscal,

services/work, contract, work/material warranties/guarantees,
“Law Mall”

legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.




HSTRUGTIUNS - TYI'E O Plunt A SEPARATE FORM FOR EACH NEW
REVISED RECORD SEMIES. FOAWARD WiTH RECORDS RETENTION
SQEDWNE (OGS $%0-1]

L . .

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
1275 WATERLQO ROAQ

AGENCY RECORDS INVENTQRY

P.0. BOX 2735 - JESSUP, MARTLAND 20794

Page of

———

1. CERARTMENTIAGENCY THE -
:‘%] ot Fredes

DiViSioH

1. UNIT

DEFINITION - Racards Sarlve - A group of releted recards normally filed snd ueed 2¢ & unil far telerence ae

well vo telention and dlepoeiYon purpanes,

4. RECCROD S.ERIES TILE

A [,ebufp% MQL“&%WOMJ

o

5. EARLIEST YEAR / LATETEST YEAR

74 ;ﬂIOﬁ/W

. RECOAD SERIES DESCRIPTION ( Briefly descrbe lhe Iypes of inlormatiococuments/forms found in the Series. Inctude Ihe putpase of funclion of the Seres)

Tl sles The M/ /)WM,

7. RECQROD SERIES FQRMAI(S]

_Leﬂet Size

8. RECORD SERIES SEQUENCE

)

9. YOLUME
) O File Orawer(s)—wo

i

Number

o Microlilm XAlphabelical r '<c Microfdm Reet (s}
| /' o Comouter Tace (s
a Legad Sige a Compuier lape o Numerical S Qther (Sgecrly)
O Bound Bock a Floepy Disk O Chronological Number
T Audo Tage Q Videq Tace Qa Geographical 10. ANNUAL ACCUMULATION
O Fie Drawer (s)
T Other {Specdy) O Olher (Speciy) O Mictofilm Reel {s)
a Computer Tapeis)
' Y a Othet (Specify)
qubev
/
11. FILE 1§ USED / 12. FILE BECOMES IHACTIVE AFTER
a Dady ol Weekly a Monthly g  Month(s) 0 Yeai(s)

12. CURRENT LOCATION(S) (Bldg., 'Flocu. Room)

s

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

aQ  Yes

M yes. specily agency of ollice)

K ro

15. ACCESS RESTRICTIONS {If yes, cile law(s} & regulalion(s)

a Yes, 0O No

16. AUDIT REQUIREMENTS

/
\/Cl None a Slate

= A

b Federal

Q0 Indepengent

17. IS AN INDEX SYSTEM USED? (If yes, explam buiefly and
descibe any hardware/saltware)

O Yes g No

13, NAME ARD TITLE OF PREPARER

20, TELEPHONE NUMBER ~ 7 "~ "7~

TfbAtE

jo/t/ o




{HS]RUCIIUNS - TYP'E O PIULE A SEPARATE FORM fOR EACH REW
ALVISED NECORD SERIES.
SGXOWE (OGS $%0-1f

FQAWARY WITH RECOROS RETENTION

79 WATERLQO ROAD

OEPARTMENT OF GENERAL SERVICES
RECQROS MANAGEMENT DIVISION

P.0. 80X 275 - JESSUP, MARYLAND 20794

AGENCY RECOROS INVENTQRY

Page ot

e e,

8 DE& ENIIAGENCY‘

r/ff

DIVISION

d

1. UNIT

DEFIN!TION < Records Satien - A group of related records normaily filed 1nd used 3a 1 unit for referencs 21

well 210 rotentlen snd dlvposition purpeses,

4. RECORD SERIES "T%MMZ WM

5. EARLIEST YEAR | LATETEST YEAR

(972 1022820

§. RECORD SERIES DESCRIPTION { Briefly describe the lypes of informaliorvdocuments/forms lound in the Seties

LT, crTone ey

. Incluce [he puipose of lunclion of 1the Series)

1. RECDﬁD ERIES FQRMAI(S] 8, . RECORD SERIES SEQUENCE 9. VOLUME
. 1 m:awev(sp
Leltet Size a Microfilm Alphabretical a Microlim Reel (3}
. O Comouter Taoe is)
O Legal Size g Compuler Tape O Numerical Q Other (Specily)
O Bound Sock a Floppy Disk o Chionological Number
Q Auda Tape Qg Videa Tace G Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
P Microfilm Reel (s)
O Other (Specily) a
@ Othet (Specir] a Compuler Tace(s)
4 Q Qther (Specify)
Number
i
11, FILE |6 USED / 12. FILE BECOMES INACTIVE AFTER
a Dady o' Weekly a Menthly o Month(s) o Year(s)

Numbet

13. CURRENT LOCANOQN(S] (8ldg.. ‘Flool, Room)

Pk - Gunfiedk

14,

IS RECORD SERIES DUPLICATED ELSEWHERE?

(il yes. specify agency ot olfice)

o e oL of ot
15. ACCESS RESTRICTIONS (It yes, cile law(s) & regulation(s) 16. AUD!T REQUIREMENTS
g VYes, g No m g Slate G Fedesal O Indepencen!

‘Screen annually. Destroy material having nos.

* turther fiscal, legal or operational value. Retain -
17. IS AN INDEX SYSTEM USED? (If yes, explan brielly and 18. RECOMMEMNDED RETENTION permanently any naterial that serves to
descibe any hardware/sollware) document the origin, development and
accomplishments of the department.  Transfer
O Yes g No " periodically to the MD State Archives
N

19 NAMWIL

20, VELEPHONE HUMBER ~

| wopate T

[0/u] v




IMSTRUCTIONS - TYPE QI PHINE A SEPARATE FORM QR BACII NEW
PEVISED NECOND SEMIES. FORWAND WITH RECORDS RETENTION
SOQDWNLE (OGS $50-1]

OEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
1375 WATERLOO ROAD

AGENCY RECORDS INVENTQRY

P.O. BOX 27% - JESSUP, MARTLAND 20794

Page

of

—————

1. DECARTMENTIAGENCY THE L4
Ce l“" f reders

OIViSION

1. UNIT

DEFINITION . Records Setles - A group of related records normally Mled and uved se 1 unit for relerencs 3¢

well a0 relentian and dlepesiton purposay,

4. RECORD SERIES TTLE

5. EARLIEST YEAR J LATETEST YEAR

10

e

8. RECOAD SERIES DESCRIPTION ( Buiefly descrbe the lypes of Informatiorvaocuments/larms lound in the Series. Incluce Ihe puipose or funclicn of the Series)

i

Numbet

7. RECORO SERIES FQRMAI(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
Q File Drawet(s)
QO Lefter Size g Micralim O Alphabetical O Micralim Resl {s)
O Comouter Tage (s}
a Legal Size a Compuler Tage a Numerical Q Qther (Specily}
0O Bound Bodk Q Floppy Disk O Chronalogicat Number
a Audo Tape a Video Tace C Geographical 10. ANNUAL ACCUMULATION
Q Fie Orawer (s)
O Ottt (Specdy) o Other (Specily) O Micralitm Reel ($)
O Computer Tape(s)
1 a Other {Specify)
Numbes
11, FILE 1§ USED / 12. FILE BECOMES INACTIVE AFTER
a Dady :1' Weekiy a  Monthly o] Month{s) o} Yeat(s)

13. CURRENT LOCAIICN(S] 'tBIdg,.‘Flool, Room}

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

a Yes

{if yes, specily agency of cifice)

a

No

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s)

Yes, Q No

3

16. AUDIT REQUIREMENTS

0 None o Slale

0 Federal

o}

Indepengent

17. IS AN INDEX SYSTEM USED? (M yes, explan briefly and
desube any hatdwarelsollware)

O Yes

18. RECOMMEHDED RETENTION

Arabraey -

1. NAME AWF P

wdeAW W,ﬁ%

20, TELEPHONE HUMBER ~ ~~

1. DATE

1@/@, /




INSTRUCTIONS — TYI'E Oft PIINS A SEPARATE FQRM FOR EACH NEW
RLVISED NECONO SEMIES, FQAWARQ WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION
SOEDULE (0GS $%0-1} 275 WATERLOO ROAD

P.Q. BOX 275 . JESSUP, MARYLAND 20794

OEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVEMIQRY

Page of

————

r//.f ks,
eders

OIviSiON

DE'& KERUAGENCY '

1. UNIY

DEFINITION - Recards Saclew « A graup of related records normslly filed 1nd uted su ¢ unit for refaconcs e

well 10 retentian 1nd dlaperition purposes,

4. RECORD SERIES TZDM /O

S. EARLIEST YEAR / LATETEST YEAR

]ﬁﬂwo )

S

8. RECOAD SERIES DESCRIPTION ( Biiefly gescide the lypes of Informatiorvaocuments/torms lound in the Series

Op= - Wﬁ%w

. Inchuce the purpose or lunclion of the Senes)

1
7. RECORD SERIES FQRMAIT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ _ ' y / Q File Drawer(s)
Letler Size o Microfilm Q Alphabetical a Microlitm Reel (s)
O Comouter Tage (s}
O Legdd Size g Computet lape O Numerical O Other (Speciy)
O Bound Bock a Flocpy Qisk a Chrenalogical Number
o Avdo Tape o Videe Tace a Geoqlaphiczl 10. ANNUAL ACCUMULATION

T Qltver (Specty) a Other (Specdy)

G Fie Orawer (s)
a Microfilm Reel (s)

a Computer Tape(s)

\ Q Other {Specify)
‘Numbev
11, FILE 1§ USED / 12. FILE BECOMES INACTIVE AFTER
g Dady p Weekly o Monthly O Monhis) O  Yea(s)

Nuymiber

‘

13. CURRENT LOCATION(S] (Bldg., Float, Room) 14,

u/res

IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes, specily agency or office)
<

a No

b

15. ACCESS RESTRICTIONS (I yes, cile law{s) & regulatian(s) 16. AUOLT REQUIREMENTS

g Yes, 0 No a None

O Slate

GF/edetal

O Indepengent

17. IS AN INDEX SYSTEM USED? (i yes, explan briefty and
descibe any hardware/sollware)

18. RECOMMENOED RET

(A Izun

a Yes No

lO}j/W W
& lind ozt

Yhance vﬁé‘:w,%%

ALl Geeted /u@%tm&m—

R N

20 TELEPHONE NUMBER ~

13. NAME %&0? P RER

‘. bale”
l@/g/o—o

|




teme eeeimma s e o

INS{RYCTIONS - TYPE Oft PN A SEPARATE FORM FOR EACH NEW
AEVISED NECORD SEMIES. FONWARL WITH RECORDS RETENTION
SOEDNE (OGS $%-1

DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTQRY
RECORDS MANAGEMENT DIVISION

1378 WATERLQO ROAD
P.O. BOX 275 - JESSUP, MARTLAND 20794 Page _____ O

———

g THE .
1 uz‘a &emmcsucr | fv /

OIVISION

. .‘]'Um 52:2”;//

DEFINITION . Recotds Setlee < A group of related tecords narmsily Mled 1nd ured ae 2 unit for refersnes 1e

well 00 relention and dleposion purpasaes,

4, RECORD SERIES TITLE = No¥cl Q/uw 5. EARLIEST YEAR | LATETEST YEAR

(,N OTAMS) ? ? 2 }TQ#W

8. RECORD SERIES DESCRIPTION ( Briefly descrbe Ihe lypes of Informatiorvgocuments/lorms found in the Series. Incluce the puipose of function of the Sernes)

U gtree o %Wé/l/’ g ’

1. RECORO SERIES FQRMAT(S]

o Lelter Size g Microliim

Qg Legal Size a Computer lape
O 8ound Bock a Floppy Disk
g Auda Tape Q Videa fagce

O Ottt (Specdy)

-~ Vi
8. RECORD SERIES SEQUENCE .. vowusg g b&—;&/

O File Drawer(s)
O Alphabetical / o Microfm Reel (s}
O Comouter Tage (3l

a Numerical Q Othet (Soecily}
0 Chionological Number
O Geographical 10. ANNUAL ACCUMULATION
O Fie Drawer (s)
O Other (Specily) Q Microfilm Reel {s)

g Compuler Tape(s)

¢

R Q Other {Specily}
-Numbev
11, FILE 18 USED // 12. FILE BECOMES INACTIVE AFTER
a  Dady u Weekly Q Monthly 0 Month(s) o] Year(s)

Number

13. CURRENT LOCATION(S] _(Eldq,,‘Floo'. Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of oflice]

o Yes 4’ No

15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s}

Qg Yes, a Ne

16. AUDIT REQUIREMENTS %

a None o Slate G Fedetal G Indepengent

17, IS AN INDEX SYSTEM USED? (if yes. explan briefly and
destrbe any hardwae/software)

UYesl g No

18. RECOMMEHNOED RETENTION

W) U oo didrey

,>/

13. HAME AND TITLE OF PREPARER

@mﬁw

20, TELEPHONE NUMBER ~~~ ~~ " "7 | 1. bATE

Tolleo

v - @ —_—




IHS{RUCTIONS .- TYIPE ON PRI A SEPARATE FORM FOR EACI NEW
ALVISED NECONO SERIES, FONWARD WITH RECORDS RETENTION
SOTDULE (OGS $%0-1)

DEPARTMENT OF GENERAL SERVICES

RECOROS MANAGEMENT DIVISION
<719 WATERLQQ ROAD
P.0. BOX 275 - JESSUP, MARYLAND 70794

AGENCY RECORDS INVENTQRY

Page of

—————

1. DEJ emmceucr F l

OIVISION

1. UNIt

Ar port—

DEFINITION - Recotds Serlee - A'group of related tacards narmally Aled 1nd used o t unit for refecencs as

well o3 retention 2nd dleposition purpoees,

4. RECORD SERIES TITLE

/NS D

5. EARLIEST YEAR J LATETEST YEAR

o /%459/7*

8. RECOAD SERIES DESCRIPTION { Briefly describe the Iypes of Informatiorvcocuments/lorms found in (he Series

. Inchuce the puipose af lunction of the Sertes)

7. RECORD SERIES FQRMAIL(S) 8. RECORD SERIES SEQUENCE 9. VOLUME &zm
) . ) e Orawe
a Leiter Size a Microfim Alphabetical a Micrafilm Reet (3)
. Co O Comouter Taoe (s}
O Legal Size g Compuler Tape O Numerical a Other (Soecily)
O Bound Bock a Ffloepy Oisk o Chronalogical Number
O Audo Tape 0 Videc Tage O Geographical 10, ANNUAL ACCUMULATION
Q Fie Orawer (s)
O Ottt (Specdy) O Other (Specily) O Microfilm Reet {5}
o Compuler Tope(s)
A Qa Qther {Specily) —
Number
-
11, FILE 15 USED / 12. FILE BECOMES INACTIVE AFTER
a Dady p‘ Weekly 0 Monthly o Monih(s) a  Year(s)

Numbet

11. CURRENT LQCAIIQNI(S] (Bldg., Fiool Room)

W%qu

14,

O Yes

IS RECORD SERIES OUPLICATED ELSEWHERE?

{if yes. specily agency af oflice)

Qg No

15. ACCESS RESTRICTIONS {f yes, cile law{s) & regutation(s)

a Yes, g No

.

16. AUDIT REQUIREMENTS

k None

a Slate

O Federal O Independgent

17. IS AN INDEX SYSTEM USED? (I yes, explan briefly and
descrbe any hadwaresoliware}

uYes- g No

18. RECOMMENOED RETEHTION

19. HAME ANBIILE OF PREFARER

20. TELEPHONE NUMBER ~~~ ~~7" "~




HS{RUCTIUNS -~ TYPE QN PHINT A SEPARATE FORM FOR EACH NEW
REVISED RECONO SEMES. FORWARD WITH RECORDS RETENTION
SOLOWE (OGS $50-1]

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
215 WATERLOG ROAD

AGENCY RECORDS INVENTQRY

P.0. 80X 275 - JESSUP, MARYLAND 20794

Page of

. DOE EXRTIAGENRCY THE -
‘W‘ oFf Fredes

OIViSION ]

. UNIT
5244‘/&”7\"

DEFINITION - Records Serlen -

A gtoup of reiated recorde noimally Aled and used 50 0 unit for refacencs e

well s retenton and disposition purposas,

4. RECORD SERIES TITLE

EPA

5.

EARLIEST YEAR / LATETEST YEAR

g€

8. RECQRD SERIES DESCRIPTION [ Briefly descide the lypes of Informaliorvdocuments/iorms found in the Series

. Inctucte he purpose or lunclion of ihe Senes)

O Yes, O No

»

PR

a a Slale

None

a Federal

7. RECQORO SERIES FQRMAI(S) 8, RECORD SERIES SEQUENCE . 9. VOLUME
. O File Diawer(s)
Letler Size a Micralilia Q Alphabetical O Micrailm Reel (3)
5 Comouter Tage (sl
Legal Size a Compuler lape O Numerical T Other (Soecm
0 Bound Bock g Flocpy Disk Qg Chronological T Number
U Audo lape O Video Tage 0 Geographical 10. ANNUAL ACCUMULATIQN
G Fie Drawer (s)
0 Other (Specdy) O Other (Spectly) T Microfilm Reel {s)
a Compuler Tape(s)
4 O Other (Specily)
: Nymber
11. FILE 15 USED / 12, FILE BECOMES IHACTIVE AFTER
a Dady u' Weekly a Manthly g  Month{s) a Yeat(s)
; Numbet
12. CURRENT LOCAIIQN|S) (Bldg., Floar, Raom) 14. IS RECORD SERIES DUPLICATED ELSEWHERET (If yes. specily agency of olfice}
MM 0‘#;_% O Yes _%No
15. ACCESS RESTRICTIONS (Il yes, cile law{s) & reguiatian(s} 168, AUOIT REQUIREMENTS

0 Independent

17. IS AN INDEX SYSTEM USED7 {If yes, explain buiefly and
descibe any hatdware/sollware)

o Yes o No

18. RECOMMENDED RETENTION

Pl b

«wa;/m«d Gl <g&

13, NAME ANQ TITLE OF PR

20. TELEPHONE NUMBER ~

. DATE

/9 /e.”/_cvo

; %«%




{NS{RUCTIONS - TYPE ON Pt A SEPARATE FQRM FOR EACH NEW
AEVISED RECORO SERIES, FQAWARD WITH RECORDS RETENTION
SAEDWLE (OGS 5%-1}

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
{75 WAIERLOO ROAD

AGENCY RECOROS INVENTQRY

P.O. BOX 275 - JESSUP, MARYLAND 20794

Page of

. DEZA &E{EN;* f' l ‘

DIVISION

1 UNIT

por™

DEFINITION - Recotdy Satles -

A group of reiated records nermaily flled snd used a9 ¢ unit for referanes ae

wall 32 retention snd dlaposion purpover,

4, RECQRD SERIES TILE

- Libwis [M/@f -

S. EARLIEST YEAR | LATETEST YEAR

Qy 10 /ﬂléw

8. RECORD SERIES DESCRIPTION ( Briefly descibe the types of Informatiorvcocumentsiforms found in the Series

. Inchuce the putpose or funclion of the Senes)

7. RECOROD SERIES FORMAIT(S]

8, RECORO SERIES SEQUENCE

9. YOLUME
c,

. Q File Drawer(s)
/o Aetter Size a Microlilm O Alphabetical 9 O Microlim Resl (s)
T 0 Comoutet Tape (5!
Legat Size a Compuler lape O Numerical a QOthes (Specily)
O Bound Bock a Floopy Qisk Q Chronological Number
U Audo Tape O Videu Tage O Geographical 10. ANNUAL ACCUMULATION
. Q File Orawer (s)
O Other {Specdy) o Other (Specily) O Microfilm Reel (s
O Compulet Tape(s)
Y a Other (Specily) —
Number
/
11, FILE 15 USED / 12. FILE BECOMES INACTIVE AFTER
a Qady n' Weekly Q  Manthly a  Month(s) a  Year(s}

Number

13. CURRENT LOCAIION(S] (Bldg., Float, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

O Yes

{if yes, specily agency ar office)

A v

15, ACCESS RESTRICTIONS (If yes, cile taw(s) & requlatian(s)

16. AUDIT REQUIREMENTS

o Yes, G No /{ None o Slale a Fedesal O  Independent
11. IS AM INDEX SYSTEM USED7 (Il yes, explan briefly and 18. RECOMMENDED Rersunou
destrbe any hardware/saliware)
g S e M«;
o Yes g No 7
19. NAME AND TIILE OF PREPARER 120, TELEPHONE HUMBER e 1 A7\ { ’
Uhendie it 0/e oo




L imerimsgmmms - ) o »—f—T

MSTRUCIIONS .. TYF'E ON Pt A SEPARATE FORM FOR EACHE NEW DEPARTMENT OF GENERAL SERVICES
REVISED NECONO SERIES. FQNWARY WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SOEDULE (DGS $5%0-1) 7315 WATERLOO ROAD

. P.0. 80X 278 - JESSUP, MARYLAND 20794 Page o

T

1. DEJ&ENIIAGENCY' d DIVISION 1. UNIT .

A group of refated recarde nermally Aled 1nd ured a9 ¢ unli for tafecancs 38

AGENCY RECORDS INVENTQRY

—————

DEFINITIQN - Recorde Setlee « well 80 retention and dlepasiYan purpoeas,

4. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR

.V / h;;/':f ' | QS;IOW

§. RECORD SERIES DESCRIPTION ( Biriefly descibe the \ypes of Informaliontgocumentsitorms found in the Seties

. Incluce the putpase or tunclion of the Senes)

7. RECQRD SERIES FORMAIL(S) . 8. RECORD SERIES SEQUENCE 9. YOLUME
G File Orawer(s)
Lefter Size a Microlim O Alphabetical Q Mictalim Reel (s)
Q Computer Taoe (s}
o legdd Size g Compuler lage Q Numerical G Other (Specily)
O 8ound Back a Floppy Disk Chiranalogical Number
O Audo Tape o Videa Tage Q Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
g Ottt (Specdy) O Other (Specty) O Micrafilm Ree {s)
a Compuler Tape(s)
R a Qther {Specily)
Number
/ .
11, FILE IS USED / 12, FILE BECOMES INACTIVE AFTER
a Dady Ql Weekly a Maonthly g Month(s) a  Yeal(s)
. Number
13. CURRENT LOCAIQNIS) (B! ,,‘Flool_ Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE?T (Il yes, specily agency or office)

Cuspedt

O Yes i VNO

- \
45, ACCESS RESTRICTIONS {1 yes. cile law(s} & regulation(s) | 16. AUDIT REQUIREMENTS
a Yes, Q No Vone g Slate O Federal O Independent
. o ) 1< A
17, 1S AN INDEX SYSTEM USED? (I yes, explan briefly and | 18. RECOMMENDED RETENTION &/@Sé’{ o= ro “‘10’(/)4(/
desube any hatdware/soliware) /

73’)4/ 4

. WQ y el
g Yes 0 No . \7 ‘

q;\.

. NAME ANO TITLE OF PREPARER 20, TELEPHONE NUMBER ~ "~ """ 7" | ‘{1  DATE ) .__.,.,.

/w& (24,27 | D) loo_




IHS{RUCTIONS ~ TYI'E Ot PIINT A SEPARATE FORM I OR EACH NEW
REVISED NECONO SENIES. FONWARD WITH RECORDS RETENTION
SCTOUE (OGS $%0-1

OEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
<75 WATERLQO ROAD

AGENCY RECORDS INVENTQRY

P.Q. 80X 27$ - JESSUP, MARYLAND 70794

Page ot

\uié ENUAGEN;* f&r/f lg ;

OIviSION

Lt

DEFINITION . Recards Sarles - A group of related recards notmally filed 1ad ured ae ¢ unit for refecency s

4

well a8 retentien snd dleporian purposes,

1. RECORD SERMES TTLE

J/Z/W/)

5. EARLIEST YEAR/ LATETEST YEAR

ﬂiﬁo_ﬁz&%f‘

6. RECOAD SERIES DESCRIPTION { Briefly descitbe the Iypes of Informatiorvcocuments/forms lound in the Series

. Inchuce Ihe puipase or tunction of 1he Sernes)

7. RECORD SERIES FQRMAI(S]

Number-

8. RECORD SERIES SEQUENCE 9. VOLUME
3 O File Orawer(s)
a Lelter Size a Micralilm /Alphabe!iul © O Mictaldm Resl {s)
. { Q Comouter Taoe (s}
O Legal Size g Compuier lape O Numerical Q Other (Specify)
O Bound Bodk G Floppy Disk p Chrenological Number
g Audo Tage o Videa Tage O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
; Microlitm Reel |s)
O Ofher [Specd O Olher (Specily) o
Ottt Speciy) 0 Computer Tape(s}
4 a Qther (Specily)
Number
/
11, FILE 15 URED / 12. FILE BECOMES IHACTIVE AFTER
g Daty 8 Weekly 0 Monthly O Monihs) O  Year(s)

13. CURRENT LOCATION(S] (Bidg.. ‘Flocl, Room)

-

4. 1S RECORD SERIES OUPLICATED ELSEWHERE?

(It yes, specify agency ot clifice)

WM%/

a.; DATE /(0/5._0

Q  Yes a No

15. ACCESS RESTRICTIONS {if yes, cile law(s) & regulation(s) 16. AUOIT REQUIREMENTS

a Yes, 0 No None a  Slate O Federal O Indepengenl
17. 1S AN INOEX SYSTEM USED? (il yes, explan briefly and 18. RECOMMENDED RETENTION L.

any hawdware/sollware —~——
e e 2y S, Hhe plraliny
G e /

g Yes o No .

19. NAME AND TITLE OF PREPARER . 20, TELEPHONE NUMBER ~ 7 ~~ ~ ~ 7~




MSTRUCTIONS - TYI'E ON PRING A SEPARATE FORM TOR EACH NEW
RLVISED RECONQ SEMIES. FONWARQD WITH RECORDS RETENIION

SALDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT QIVISION
7279 WATERLOO ROAD
P.O. BOX 278 - JESSUP, MARYLAND 20794 Page of

AGENCY RECORDS INVENTQRY

. DED &ENTIAGEN;* f 7—// l‘€ d

DIVISION

DEFINITION - Records Sarlen

£ graup of related recards normaily Aled and yeed a0 ¢ unit for refecencs 3¢

well 10 retention 1ad dlspositon purposes,

4. RECORD SERIES TILE

. 5. EARLIEST YEAR / LATETEST YZAR
/1/0 ;/Se ﬁém— S ~—

10 #@(M

8. RECORD SERIES DESCRIPIION ( Biiefly descrbe the types of Informatiorvaocuments/forms found in the Series.

Incluce the putpose or lunclion of the Senes)

wamﬂ{”‘% 1At
/A///ﬁ oy Progean , Cr722s My oy —

7. RECOROD SERIES FQRMAL(S]}

8, RECORD SERIES SEQUENCE ' 8. YOLUME
R Q File Orawet(s)
Leller Size a Microfiln O Alphabetical O Mictofilm Resel (s}
}/ﬂ/ QO Comouter Taoe (s)
g UTegal Size g Computer Tape O Numerical K4 a Other (Speciy),
O Bound Book O Flocpy Disk O Chionological Number
‘ i X 10. ANNUAL ACCUMULATION
1 O Geographical
@ Audo Tape @ Videa Tave e a Fie Orawer (s)
; QO Mictofilm Reel {s)
a Other (Spect
@ Other (Speci] - -( peciy) a Comouler Tape(s)
1 O Other {Specify) ______
Number
11. FILE I8 USED /I 12. FILE BECOMES INACTIVE AFTER
o Dady n’ Weekly g Monthly g Monih(s) o Yeais)
- ; Number
13. CURRENT LOCATIQHN(S] (Bldg.. Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERET (If yes. specily agency or office)
15. ACCESS RESTRICTIONS (U yes, cile law(s] & regulalion(s} 16. AUDIT REQUIREMENTS
a Yes O No a None o Slale o Fedetal QU  Independent
) {
. . Screen annually. Destroy material having no#”
) further fiscal, legal or operational value. Retain
17. 1S AM INDEX SYSTEM USED? (i yes, explam briefly and 18. RECOMMENDED RETENTION (=) p

destibe any hardware/soliwase)

a Yes l o No

+ permanently any material that serves to

document the origin, development and
[/Z accomplishments of the department. Transfer
/ W% periodically to the MDD State Archives

19. NAME ANO TITLE OF PREPARER

(fonlic

20,

a.’ DAIE .

/e/m)

TELEPHONE NUMBER ~~~ ~~ =~ 7~

—




INSTRUCTIONS - TYI'E O1t PIUNE A SEPANATE FORM FOR EACH NEW DEPARTMENT OF GENERA v
REVISED NECOND SEMES. FONWARL WITH RECORDS RETENTION RECOROS MANAGEMENT ‘l).nz;gNlCES AGENCY RECOR0S Ivenionr
S n
QXOWE (OGS 550-1f 175 WATERLQO ROAD ,
) P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
ieumcsuct ‘ f I DIVISION o] % ouwn - 1

DEFINITION . Racords Setles - A group of related records notmally Aled 1nd uved se 2 unit for referencs as wall ae retenen snd dlvposi¥on puipoeer

4, RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR

T rsunsiee Loahticts 15 o g7

8. RECORD SERIES DESCRIPTION ( Biiefly descibe the types ol Informatiorvcocuments/iorms found in Ihe Series

. Inchuce the puipose or funclion of Ihe Series)

7. RECORO SERIES FQRMAL(S) o 8. RECORD SERIES SEQUENCE 1. VOLUME Q
N S0 File Drawer(s)
Leller Size a Microhilm O Alphabetical ) ' @' Microlim Res! (s}
/ Q Comouter Tape i1}
QO Legal Size a Compuler lape O Numetical P a Qtbet (Soecily)
/
O Bound Bock a Flocpy Disk O Chronological Number
g Audo Tape 0 Video Tace O Geographical 10. ANNUAL ACCUMULATION
g O File Diawer (s)
0 Othet (Specdy) - b/Other (Speciy) M{lm\—\ O Microfilm Reel (3}
0 Computer Tspe(s)
i Q Other (Specily)
Number
/
11, FILE 18 USED / 12. FILE BECOMES INACTIVE AFTER
g Dady n Weekly Q  Monthly O Momh(s} O Yeas)
: Number
13. CURRENT LOCA!ION(S) (Bldg.. Floct Mzom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specily agency or office)

WW o Y . o N

15. ACCESS RESTRICTIONS (i yes, cite aw(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes, 0 No a None g Stale a Federal O Indepencdent

»

17. IS AN INDEX SYSTEM USED? (if yes, explan brielly and 18. RECOMMENDED ;\Emmou

e hatdware/soltware) / o
descr 3“!' alesoltware % % % |
Y o No
o Yes ) Wn/ MA‘?‘

N A—
19. NAME AND TITLE OF PREPARER (20, TELEPHONE NUMBER ~~ 7“7 """ 7| TLODATE” " ° / N
S piloe JhLE 1o/t fo

—




P

6B, 3

INSTRUCTIONS .- TYPE ON PGS A SEPARATE FORM FOR EACH NEW
REVISEN RECOND SERIES. FONWARD WITH RECORDS RETENTION
SO®DULE (UGS $30-1}

DEPARTMENY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7375 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENI ORY

e

Page of

SEMIAGENCY

Fredevieck™ (..ot

3. UNIt '0 [/L

DEFINITION - Recorde Setien - A group of related records normally Rled snd used ss s unit for tefetance o

well 89 retention and disposition purpores,

4. RECORD S.ERIES TILE

Cp poism

8. EARLIEST YEAR !/ LATETEST YEAR

/le/ 10_ol )

8. RECORD SERIES DESCRIPIION { Briefly describe the Iypes of Informatiorvgocuments/forms found in the Series.

Incluge the purpose or function of (he Senes)

7. RECORD SERIES FQRMAT(S}

8. RECORD SERIES SEQUENCE

9. VOLUME

@401 awet(s)

elter Size o Microlim O Alphabetical / O Microfilm Reel (s}
/ O Computer Tape (s)
o legal Size a Compuler Tape Numerical O Othes {Specify)
O Bound Book O Floppy Disk O Chronological Number
a Auda Tape O Video Tage O Geographical 10. ANNUAL ACCUM.ULATION
O Fite Drawer (s)
O Other (Specil O Microlitm Ree! (s}
© Othe {Speciy) (Speci) 0 Compuler Tepe(s)
O Othet {Specify)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
o Daiy Q Weekly 0 Monthly O Month(s) O Yeails)

Numbet

13. CURRENT LQCATION(S) (Bldg., Floar, Room)

it ffres

14,

O Yes

IS RECORD SERIES DUPLICATED ELSEWHERE?

{It yes. specily agency ot office)

O No

15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s)

a Yes, O No

5

16. AUDIT REQUIREMENTS

04

O Hone

@F/edelal

G(deoenaem

17. IS AN INDEX SYSTEM USED? (Il yes, explan biielly and
descibe any hatdware/soltware)

O Yes A O No

18. RECOMMENDED RETENTION

/%U?M M /7%&”,,“@44” f//%dﬁd@

18. NAME AND TITLE OF PRiM

20. TELEPHONE NUMBER

21, DATE

j0 /0 Jo

OGS S.4 {Nensed 19




INSTRUCTIONS - TYPE QU PIIet A SEPAAATE FQRM QR EACTE NEW
AELVISED NECORO SERIES. FOAWARD WiTH RECORDS RETENYION
SOXDULE (OGS $%0-1§

OEPARTMENT QF GENERAL SERVICES [
RECORDS MANAGEMENT DIVISION
7379 WATERLQQ ROAD

AGENCY RECORDS INVENTORY

P.Q. 80X 275 - JESSUP, MARYLAND 20794 Page o

————

7/75

1 DE& ENUAGEHCY '

d

ovisioN

LoUNT .

. | Mm/f

DEFINITION . Records Saties -

A gtoup of reisted recards normaily Mled and uved 20 1 unit for refecsncse 30

well 18 retentden snd dlapesian purpocas,

4, RECQRD S'ERIES MILE

WW/ bhpic’

5. EARLIEST YEAR / LATETEST YEAR

\fl\i’&_roam—o

¢, RECQAD SERIES QESCRIPTION ( Briefly descrbe Ihe types of Informatiorveocuments/iorms lound in lhe Series. Inciuce (he puipose or funclion of the Seres)

T e, oo

‘

7. RECQORD SERIES FQRMAT(S]} 8, RECORD SERIES SEQUENCE 9. VOLU'ME
/ Q File Orawerts)
q/LeHu Size o Microfilm Q Alphabetical I Q Microftim Rest (s)
. Q Comouter Tape {3}
a Legal Sire g Computer Tage a Numerical Q Qther (Soeciy)
G 8ound Bock a Flopey Oisk @~ Chionological Number
Qg Audo Tage o Videa Tace a Geagraphical 10. ANNUAL ACCUMULATION
Q Fie Otawer (s)
g Qther (Specdy) g Other (Spectly) Q Microfilm Reel (s)
g Compules Tape(s)
R O Qthet (Specily)
Number
/
11. FILE IS USED / 12. FILE BECQOMES INACTIVE AFTER
o Oaly o Weekly O Monthly o Momhis) O Years)

Number

13. CURRENT LOCATION(S) {Bldg.. Flool Roam}

st e

14, 1S RECORD SERIES DUPLICATED ELSEWHERET? (If yes. specily agency of office)

a Yes

»

a No
15, ACCESS RESTRICTIONS (I yes, cile law(s) & reguiation(s) 16, AUDIT REQUIREMENTS
g Yes, g Ne g None g State G Federal Q Indepengent

17. IS AM INDEX SYSTEM USED? {if yes, explan briefly ‘and
descrbe any hardware/sollware)
o}

Yes No

13. RECOMMENDED RETENTION

fot 17y e sy

13. NAME AND TITLE OF PREPARER

Lt

20. TELEPHOME NUMBER -~~~ —~ '~ 7 A, DATE”

%/M




MSTRUCTIONS - TYNE O PMis A SEPARATE FORM FOR EACTT NEW
REVISED RECOND SENES. FONWARD WITH RECOROS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
T27$ WATERLOQ ROAD

AGENCY RECORDS INVENTORY

P.QO. 80X 275 - JESSUP, MARTLAND 20794 Page of

———————,

THZ

edeis

SOTOUE OGS $%a-11
1. 0EZAR ‘ENUAGEHCT f

omsioN

3. UNIT j - ,

DEFINITION . Records Setfes « A qraup al related tecords narmaily filed snd used a1 o unit for reletvnce s

well 10 telenttan snd dlspasi¥on puspoean,

4, RECQRD SERIES TTLE

Wﬁm

S, EARLIEST YEAR/ LATETEST YEAR

195030 Qovo

f. RECOARD SERIES DESCRIPTION { Briefly descrbe the iypes of informationicocuments/torms lound n he Series. Incluce Ihe puipase of funclion of the Senes)

\
Adbrpo, pal .
7. RECORD SERIES FQRMAT(S) 8, RECORD SERIES SEQUENCE 9. YOLUME
) Q File Otawer(s)
o Lelter Size a Microfim QT Alphabetical 2 ? O Microfim Resf {s)
Jé’b Q Comouter Tace (st
G legal Se g Computer 1ape 0 Numerical Q Qthert (Specy)
O Bound Bock g floppy Disk O Chronological Number
g Audo Tape O Vides Tace O Geographicat 10. ANNUAL ACCUMULATION
G Fie Ocawer (s)
O Qiher {Specdy) a Other (Specily) T Micrafilm Ree! (s}
a Comouler Tape(s)
Ry a Qther (Spectly)
Nuymber
- -
11. FILE IS USED / 12. FILE BECOMES INACTIVE AFTER
g Dady nl Weekily a Manthly g Month(s) c  Year(s}

‘
¢

- Numbet

13. CURRENT LOCATIQN(S] (Bidg., Flooi Raom}

ol Hfee

14, 1S RECQORD SERIES DUPLICATED ELSEWHERET (U yes, specily agency at cifice)

Q‘Kgs 'f E/_&&Mwm/%& “mm@}f' . a

/’J//Ml’/yfa

No

15, ACCESS RESTRICTIONS (i yes, cile law(s) & reguialion(s}

a Yes, o Neo

0

16. AUDIT REQUIREMENTS

a None o Slate Q Federal O Indepengent

17. IS AN INDEX SYSTEM USEDT (If yes, exolan briefly and
desurbe any hatdware/soliware)

O Yes a No

18. RECOMMENODED RETENTION

s @W oo s dicssy 2

20. TELEPHONE NUMBER ~ "~ ~~"~ 7" 7| @1, bAaTE 7/~ -
/@/é /A—D




INS{RUCTIONS - TYPE ON PUIT A SEPARATE FORM QR LACH NEW
REVISED MECOND SEMES. fONWARD WITH RECORDS RETENTION
SODULE OGS 5%a-1]

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7375 WATERLOQ ROAD

AGENCY RECORDS INVENTQRY

P.Q. 80X 275 - JESSUP, MARYLAND 20794

Page Ot

1. DED

L. UNit )

RUMERT/AGERCY THE L 4 DIVISICH
C“%l of Freder .

DEFINITION - Recatds Serles - A group of related recorde narmally Aled 1nd ured 30 ¢ unit for referencs as

(it

wall ve retention snd disposition BUIpOees,

4, RECCRO S.ERRES TTLE

5. EARLIEST YEAR [ LATETEST YEAR

[fZO 10 Lsoo

. RECOAD SERIES OESCRIPTION { Briefly descrie lhe types of Informaliorvcocuments/tarms found in the Series. Incluce [he puipase or function of the Senes)

1. RECOROD SERIES FQRMAT(S)

8, RECORD SERIES SEQUENCE 1. VOLUME
l E{E‘Olawﬂ(s)
elter Size a Micrefilm Q Alphabetical Q Microtiim Rest (s}
G Comouter Tage {3t
QT Legal Size Q@ Computer Tape GO Numerical G Qther (Specily)
— LI . tTp0
T Bound Bock Q Floppy Disk a Cheonlogical Number '
Q Audo Tape C Video Tace a Geographical 10. ANNUAL ACCUMULATION
G F#e Orawer (s)
T Other (Speciy) Q Other {Speciy) G Microfilm Reel (s)
Q Compuyler Tape(s)
4 QO Other (Specily)
Number
- -
1. FILE 18 USED / 12, FILE BECOMES INACTIVE AFTER
a Dady 8 Weekly o Manihly O Moans) O Year(s)

¢

Number

1. CURRENT LOCAIIQN(S) (Bldg.. .Flocl. Room}

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency ar office)

- o, -
Cefod 0-/71{%2 a e & No
15. ACCESS RESTRICTIONS {Il yes, cile law(s) & regulation(s} 16. AUDIT REQUIREMENTS
a Yes g No a None o Slate G Federal O Indepengent "

.

17. IS AM INDEX SYSTEM USED? (If yes, explan briefly and
desabe any hardware/soltware)

g Yes a Neo

18. RECOMMENDED RETENTION
Aopto - Netacl 7L- &Y,
pﬂ pe L - MM ﬂ-l/l/w-a—wwu?

o o d AIFE anc

y "ZEWZM

ﬂ%m.‘

]
J

20. TELEPHONE NUMBER ~ "~ ~~ "~ 7~

¢ ——

e




INSTRUCIIONS ~ TYPE QN PRItat A SEPARATE FORM FQR £ACTI NEW
REVISED RECOND SEMIES. FORWARD WIlH RECORDS RETENIION
SODULE (OGS $%0-11

QEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
737§ WATERLOQ ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARTULAND 20794

Page (o}

——————

1. DERARTMENTIAGEKRCY 7/75 L
“*L‘" fr s

oivision

1. UNIT ~

2

DEFINITION . Records Serles - A graug of related recards nermally filed snd uved a9 1 unit for teferoncs 2o

woll sa tetenttan and dleposition gurpoesr,

i RECORO SERIES TITLE

TN -sANMac

5. EARLIEST YEAR / LATETEST YEAR

1943 10 Qa0

§. RECQAD SERIES QESCRIPTION ( Briefly descride lhe lypes of Informatiorvcocumentisilorms lound in lhe Series. Incluce lhe purpose of lunclion of (he Senes)

1.

RECQRD. SERIES FQRMATI(S] 8. RECORD SERIES SEQUENCE §. YOLUME
/ , l e’ﬁ{o:awer(s)
Letter Size Q Microfim O Alphabetical a Microfiim Reel (s)
O Comouter Tace (s)
a Llegal Sz a Computer Tape Q Numericai G Other (Specty)
T Hound Back g Floppy Disk aﬁoioqiczi Number
g Audo Tape a Video Tace Q Geographicat 10. ANNUAL ACCUMULATION
a Fie Orawer (s)
o Gihet (Specdy) o Other {Specily) O Microfilm Reel (s)
Q Compuler Tape(s)
A O Qthet (Specily)
Numbet
- -
11. FILE 1§ USED / 12. FILE BECOMES IHACTIVE AFTER
g Daidy 8 Weekly o Monthly O Memhis) O Years)

Number

13. CURRENT LOCAIIQN(S) (Bidg., ‘Fl?m, Roam)

O] I fece

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes, specily agency ot alfice)

g Yes No
15, ACCESS RESTRICTIONS (i yes, cile law(s} & requiation{s) 16, AUDIT REQUIREMENTS /
o Yes g No Q None g Slate Federal O Independgent

»

17. 1S AN INDEX SYSTEM USEDT (i yes, explam briefly and
destube any hardware/sollware)
o

Yes No

18. RECOMMENDED RETENTION Q a . 3,7/
AL G e % Ao
{

deolroy

u&,cmm"y,-'ﬁ%

13. NAME ANO TITLE QF PREPARER

-

20. TELEPHOME NUMBER "~~~ ~°° ¥

7T bATE /@/é /M"

e ——

C ————




IMS{RUCTIONS - TYPE

SOEDULE {0GS 520-1)

AEVISED RECOND SERIES,

QI PrIttss A SEPARATE FORM FQR EACH NEW
FOAWARQ WITH RECOROS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
T27S WATERLOQ ROAD
P.Q. BOX 279 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Page of

1. OE 3&R

C

ENTIAGEHCY ’

fr%

DIVISION

LNt o
Wz

DEFINITION - Records Series - A graup of reiated records normally Aled 1nd uved a9 ¢ unit for refeconce e

weil 19 retentian 1nd dlaposi¥on purpesas.

e

5. EARLIEST YEAR/ LATETEST YEAR

/f%{/ 0o’ 2 &WM

§. RECQORD SERIES DESGRIPTION ( Briefly describe he Iypes of Informationvcacuments/lorms lound i the Series. Inchuce [he puipose of lunction of lhe Senes)

7. RECORD SERIES

FQRMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
File Qrawer(s}

. a
O Lleites Size a Microfilm Q Alphabetical ) O Microfiim Ree! (s}
g Comouter Tage (3 i
g (egal Size g Comoputer Tape a Numerical Z g aQ Qther (Spectly)
wémd Book a Floppy Oisk Q Chronclogical Number
| H ; 10. ANNUAL ACCUMULATION
Q Geographical
a Auda Tape O Videa Tace eoqg1ap o Fie Orawer (5
5 0 Microliim Ree! (s)
a Other (Spect
@ Qtiet (Specir] e (Speciyl G Compuler Tape(s)
i a OQther (Specify)
Number
11, FILE IS USED / 12. FILE BECOUMES INACTIVE AFTER
4
g Oaiy 0 Weskly O Monihly g Months) O  Year(s)

Numbet

13. CURRENT LOCATION(S] {Bidg., Floas, Raomy)
.
c .

14, 1S RECORD SERIES QUPLICATED ELSEWHERET (Il yes, specily agency ot office}

o Yes a No
1S. ACCESS RESTRICTIONS {if yes, cile law(s) § regulation(s} 16. AUDIT REQUIREMENTS
g Yes Q Na a None g Slate a Federal Q Indepengent
. ?creen annually. Destroy material having not_
17. 1S AM INDEX SYSTEM USED7 (i yes, explamn briefly and 18. RECOMMENDED RETENTION urther fiscal, legal or operational value. Retain

descibe any hardware/sollware)

g Yes . g Ne

o

1‘9.& AND TITLE OF PRM

20. TELEPHOME NUMBER ~ ~~

permanently any material that serves to

: documeqt the origin, development and
accomplishments of the department. Transfer

periodically to the MD State Archives

1 pare ™

10/ L




HSTRUCIIONS ~ TYIPE Ot PIINt A SEPARATE $ORM T OR EACH NEW
REVISED MECORD SERIES, FONWARD WITH RECORODS RETENTION
SQEDNE (OGS $%0-1]

DEPARTMENT OF GENERAL SERVICES T
RECORDS MANAGEMENT DIVISION
7375 WATERLOQ ROAD

AGENCY RECORDS INVENTQRY

P.Q. 80X 275 - JESSUP, MARYLAND 10794 Page . ot

105.& ENTIAGEHC‘T* f'T/f IE ;

omMsioN 1. UMt

T et

" DEFINITION - Records Serien .

A group af reisted recards natmaily flled 1nd yred 20 3 vall for nlound i

well 18 retentian snd disporitian purpoces,

4. RECQRD S.ER!ES TITLE

Aok Onctis

5. Ej\RLlEST YEAR / LATETEST YEAR

/ﬁf? 10 Zgee

{. RECQRD SERIES QESCRIPTION ( Briefly descride (he lypes of Informatiervaocuments/larms lound N (he Seties. Inchuce (he putpose of tunclion of ihe Senes)

7. RECORD SERIES FORMAI(S)

8. RECQORD SERIES SEQUENCE

9. VOLUME
[ ] e"(mawex(s)

Letter Size a Microfim Q Alphabetical QT Microltm Rest (s}
g/ G Comouter Taoe (s)
Qg Legdd Sz a Compuler lape ‘@ Numerical Q Other (Specily)
O Hound Bock a Floppy Oisk Chronological Number
Q Audo Tage O Video Tace a Geographicat 10. ANNUAL ACCUMULATION
G File Qrawer (s}
@ Ot [Specdy) o Other (Speciy) O Micrafilm Reel (s)
Qg Compuler Tape(s)
\ O Other (Specily)
Number
- -
11, FILE IS USED / 12, FILE BECOMES INACTIVE AFTER
a Oady CI‘ Weekly a  Manthly a  Month(s} a  Year(s)

é
¢

Number

13. CURRENRT LGCATIQN(S] (Bidg., Floar, Raoom)

14. IS RECORD SERIES QUPLICATED ELSEWHERE? (I yes. specily agency or cffice)

O Yes @7 Ne

15. ACCESS RESTRICTIONS (Il yes. cile law(s) & reguiation(s)

QO Yes Qa No

E .

2

16. AUDIT REQUIREMENTS

m(ne

g Slate a Federal g Independeni

17. 1S AM INDEX SYSTEM USEDT (If yes, explan briefly and
descrbe any hadware/sollware)

O Yes : a Neo

18. RECOMMENOED RETENTIQN

me . 5}/&@4‘0/@«»\70@&%

o

19. NAME AND TITLE QF PREPARER

Lty db2”

20. TELEPHONE NUMBER ~~ 1 bate™ Ty
/9 /é /o——O




INSTRUCTIONS .. TYPE O PIutt A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FONWARD WITH RECOROS RETENTION
SQEDULE (DGS $30-1}

OEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o

Ciby of Freder

DIVISION 3. UNIY

s

e

DEFINITION - Recotds Setles - A group of related tecords notmally Bled and uved a0 o unit for teferonce as

v

well 30 retention snd disposion purpores,

4 RECORD SERIES TITLE

g Lonee Fte

§. EARLIEST YEAR / LATETEST YEAR

19707 10 a0

8. RECQRD SERIES DESCRIPTION { Briefly descrde the types of informatiorvdocuments/forms [ound in the Series

. Incluge 1he puipose of funclion of the Sernes)

(4 y ,@M%»émz) %MWMM, it e uaidalilily \Oreree .

;IQAAA'
v

g
7. RECORD, SERIES FORMAI(S)
eller Size a Microliim

a legal Sige o Computer lape
O Bound Bodk o Floppy Disk
O Audio Tape O Video Tace

O Other (Specdy)

8. RECORD SERIES SEQUENCE 9. VOLUME

(o

fﬁw@
Numerical

&Fie Diawet(s)

O Microfdm Reel (s)
O Computer Taoe (s}
Q Other (Soectly}

O Chionolegical Number

0 Geographical 10. ANNUAL ACCUMULATION

O Other (Specily)

Q File Qrawer (s)
O Microlilm Reel {s)
0 Compuler Tape(s)
O Othet (Speciy)

Numbet

11. FILE IS USED

o Daidy 0 Weekly 0 Monthly

12. FILE BECOMES INACTIVE AFTER

O  Monih(s)
Number

[s] Yeat(s)

13. CURRENT LOCATION{(S) (Bidg.. Floar, Room)

Qipht Odeee

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes,

specily agency ot office)

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s)

a Yes, Q No

16. AUDIT REQUIREMENTS

None o Siate O Fedetal

T Indepengent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descibe any hardware/sollware)

o Yes g Neo

. RECOMMENDED RETENTION

%M"/&m* Y /MM

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 1. DATE / A-{)
[/0/¢

0G5 5504 {Newsed 197




INSTRUGTIONS .. TYPE QI Pititdt A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDWLE (OGS $50-1]

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AG

ENCY RECOROS INVENTORY

7315 WATERLOO ROAD
P.O.BOX 275 - JESSUP, MARYLAND 20794

Page

ot

1. DW ENTIAGENCY - DIVISION
of veders |

3. UNIT -
WJ@‘

L

DEFINITION - Recotde Serles - A group of refated records normally filed snd used a3 3 unit for tefetence e

weil 20 retenton snd dispesition purpores,

4, RECQRD SERIES TITLE W < j .

S. EARLIES

[99Z 10 2800

T YEAR | LATETEST YEAR

) Z..Q%x) )/ﬂﬁ.ﬂ ;

8. RECORD SERIES DESCRIPVION { Biiefly describe the iypes of Informatiorvgocuments/iorms found in the Series.

’

/

I
’

Include the putpose or function of the Seres)

(el

DATE

1. SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE 9. VOLUME
RECO é B’FﬁOvawer(s)
Lelter Size O Microfim U Alphabetical O Microlim Reel {s)
QO Comouter Taoe (s
T Legal Size o Computer lape 0 Numerical O Other (Specily)
O Bound Book a Floppy Disk O Chionological Number
. O Geoqgraphical 10. ANNUAL ACCUMULATION
O Auda Tape O Videa Tage eographica O File Drawer (s)
. O Microlilm Reel (s)
O Othet if
© Ottt {Speciy) et (Specily) O Compuler Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12, FiLE BECOMES INACTIVE AFTER
a Dady a Weekly Q  Monthly o Monih(s) a  Year(s)
’ Number
13. CURRENT LOCATION(S) (Bldg., Flool Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)
W O'% o Yes =
15. ACCESS RESTRICTIONS {I yes. cile law(s) & reguiation(s} | 16. AUDIT REQUIREMENTS
aQ Yes,. o No a None o State O Ffedesal O indepengent
R ¢Screen annually.  Destroy material having noff =
) RECOM IC' further fiscal, legal or operational value. Retain
17. 1S AN INDEX SYSTEM USED? (I yes. explam brielly and 18. RECOMMENDED RETENTIC .o ennly any material that serves to
descibe any hadware/sollware) document the origin, development and
. accomplishments of the department. Transfer
o Yes g No periodically to the MD State Archives
U
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2.

19/ /o

08 5504 (Rewnsed 1M3)




Cmersce mmemma —

NS{RUCTIONS - TYME QM PIUME A SEPARATE FQRM FQOR EACH NEW
REVISED NECONQ SERIES. FOAWAAL WITH RECORDS RETENTION
SCEDWLE (OGS $Q-1

’

OEPARTMENT OF GENERAL SERVICES [
RECOROS MANAGEMENT DIVISION
7275 WATERLOQ ROAD

AGENCY RECORDS INVENTQRY

P.0. 80X 275 - JESSUP. MARTLAND 20734 Page of

1. DESAR TAGERCY Tﬂg -
i4y o Fredess

DIVISION

DEFINITION - Records Setien - A group of reisted recards narmally fled 1nd uved se 1 unit for relerencs s

well 23 1etention snd dllpul!en'nwpnu.

4. RECQORO S.ERIES NILE

€, . o .

S. EARLIEST YEAR /| LATETEST YEAR

IZZ&TOM

§. RECORQ SERIES OESCRIPTION ( Briefly descrde the lypes of Informationvaocuments/torms lound I the Series. Inciude Ihe puipose of function of the Senes)
LY ! ;; ~ z P é !
: ) ; P L @- ’
,Q,z, ol deg Grvews oree Coty J Coedos eeko (eopan >)
. \ .
(] 2
Wnﬂ orpesnds )

, AoFA Hlyon | Lok Yyerr;, 2%

Conlw

7. RECORD SERIES FQRMAT(S)

i
i

8. RECORD SERIES SEQUENCE 5. VOLUME
Qa File Qrawet(s)
O Lelles Size . @ Microfiim a Alphabeticai O Microfilm Rest (s)
G Comouter Tape (8!
a legal Size a Computer Tape g Numerical Q Other (Specily)
0 Bound Bock a Floppy Qisk a Chronological Number
: ; 10. ANNUAL ACCUMULATION
Q Vides Tace G Geographical .
q Auda Tage i Qa Fe Orawer (s)
; O Microfiim Reef (s}
Q Other (Spect
O Qthet (Specty) ( L a Comouler Tape(s)
i O Qther (Specily) ,
Numbet
11, FILE 1S USED // 12. FILE BECOMES INACTIVE AFTER
a Oady p ) Weekly a  Monthly g Monlh(s) a Year(s)

Number

11. CURRENT LOCAIION(S) (Bidg., 'F\ool, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERET {if yes. specily agency or office)

g Yes ) a No

1S, ACCESS RESTRICTIONS (If yes, cile law(s) & reguiation(s)

a Yes g Nao

»

16. AUDIT REQUIREMENTS

a None g Slate Q Federal Q Indegendent

"Screen annually. Destroy material having n

17. IS AM INDEX SYSTEM USED? (Il yes, explan briefly and
desube any hadware/sollware)

aYesl g No

further fiscal, legal or operational value. Retain
¢ permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
penodically to the MD State Archives

N

18, RECOMMEHDED RETENTION

13. NAME AND TITLE OF PREW

20. TELEPHONE NUMBER ~~° ~~ '~

7 'ZT.'DAI';';/&" /M o




NSTRUCTIONS - TYPE ON Pt A SEPANATE FORM FOR EACH NEW
ALVISED RECOND SERIES. FQAWARD WITH RECOROS RETENTION
SO®DULE {0GS $%0-1]

OEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7315 WATERLQQ ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 78 - JESSUP, MARYLAND 20794 Page of

i. DES T

Ci¥y of £ sedess

OIVISION 1 UNiT

DEFINITION - Racords Saclee - A group of related records normslly fled 1ad uved s ¢ unit for refarencs a4

well 30 retention end dlsposiYen purpacss,

4, RECORD SERIES 1

5. EARLIEST YEAR J LATETEST YEAR

Q\oz;‘fo yMZ/SW

6. RECQAD SERIES DESCRIPTION { Briefly descrbe The Iypes of Informatiorvaocumentsiarms lound in the Series. Incluce Ihe puipose of lunclion of the Series)

4k Cirnoe’ Sorvice
m f A ﬁ%pr‘/'),/ by

7. RECORD SERIES FQRMAI(S)

8. RECORD SERIES SEQUENHCE i. YOLUME
O Lelter Size 0 Microlitm 6 Alphabetical ) o Wi Reel (s)
O Comouter Taoe (s}
a Legal Size g Compuler Tage g Numerical 9-/ Q Qther (Specily) _
O Bound Bock Q Floppy Disk G Chronolegical Nuymber
; . {ON
Videg Tage O Geogtaphical 10. ANNUAL ACCUMULAT
O Auda Tage a Videa i3 9ap a File Orawer (s)
P Microfilm Reel (s)
0 Olher (Spect o
0 Ottt (Speciy) (Speciy) a Computer Tape(s)
1 Q Qthet {Specily)
: Number
11. FILE 16 USED / 12. FILE BECOMES IMACTIVE AFTER
o Daidy ﬁ ’ Weekly Q  Monthly g Month(s) Q  Year(s)

Numbet

13. CURRENT LOCAHON(SI‘(Bldq...Flool. Room}

14. IS RECORD SERIES DUPLICATED ELSEWHEREY (If yes. specily agency of office)

w

g Yes

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s}

O Yes, a Ne

16. AUDIT REQUIREMENTS

a Slate G Fedeatal G Indepengent

17. IS AN INDEX SYSTEM USED? (if yes, explan brieflly and
destibe any hardwarelsoliware)

a Yes g No

/%/ Nane
- Screen annually. Destroy material having nof
further fiscal, legal or operational value. Retain

<

18, RECOMMENDED RETENTION ‘ )
permanently any material that serves to
periodically to the MD State Archives

. Z{/ document the origin, development and
2 22
S~ o

accomplishments of the departiment. Transfer
20. TELEPHONE NUMBER ~ "~ 7"~ 7~

PR * —

- ﬂDATE—- .

9/t /o




INSTRUCTIONS - TYI'E QN PIIE A SEPARATE FORM FOR EACH NEW
NEVISED RECOND SENIES. FOAWARD WITH RECONDS RETENTION RECORDS MANAGEMENT DIVISION
3 N

CLONE (OGS §5-1] 7278 WATERLOQ ROAQ

£.0. 80X 278 . JESSUP, MARTLAND 20794

OEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page

7//5

OIVisION

1. DE.& ENIIAGENCY ‘

J

UHIT

Wﬂfé/\

DEFINI!ION . Records Serlea < A group ol related records narmaily fled 1nd uved a9 o unit {or relerencs ss

well 40 retenYan snd dleposi¥on purposas,

4, RECORO SERIES TILE

S uniect= /S

<~

S. EARLIEST YEAR J LATETEST YEAR

8. AECQAD SERIES DESCRIPTION ( Biiefly descrbe the lypes of Informatiorvaocumentsiforms lound in the Series

. Incluce Ihe purpose ot lunclion of the Senes)

1. RECORD SERIES FQRMAI(S) 8., RECORD SERIES SEQUENCE

O letter Size g Micraliim O Alphabetical
QO Legal Size g Compuier Tape O Numerical

O Bound Bock a Fflocpy Disk G Chionalogical
O Audo Tape o Video Tagce O Geographical

§. VOLUME
O File Orawes(s)
O Mictoldm Reet (31
O Comouter Tape (3)
S /\LZ»QSO Other (Soecrly) ____
Number

10. ANNUAL ACCUMULATION
a File Orawer {s)

: - !’J"f//,;/‘

<L

O Other (Specdy} O Other (Speciy) O Microfilm Reel (s)
w . o Compuler Tgnels)
% Z M N Q Other {Specily)
. —_— Number
I3
11. FILE 15 USED / 12. FILE BECOMES INACTIVE AFTER
g Dady o] ' Weekly a  Manthly a  Month(s) a  Yeas)
; Number
13. CURRENT LOCATION(S) _(Bldg._.Flocl. Roomy} 14. 1S RECORD SERIES DUPLICATED ELSEWHERET (If yes. specily agency at olfice)

O Yes g No

15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes, o No a None g Slate O Federal 0 Indepengent

. AN I
VS 7

17. 1S AN INDEX SYSTEM USED?T (Il yes, explan beelly and 18. RECOMMENDED RETENTION 4/

descibe any hardwarelsoltware) (70 W %@ g / ) ﬁé«u

g Yes Qg Nao [ ';;
[9. NAME ANO TITLE QF PREPARER '20. TELEPHONE NUMBER T 1. bATE”

(farlio OLilf ohiled
o |
.




